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Chapter 6 – Extension Screen Basics 
 

1. Consolidated Item View 
2. Setting Up Screen Views 
3. Setting Up Extension Views 
4. Setting Unit Price Group Defaults 
5. Adding an Item 

 
 

1. Consolidated Item View 
 

1) The Consolidated View is the default view on the Extension Screen.   
2) There are 30 columns of data in the default view, 22 of the columns are editable.  

The yellow cells CAN NOT be edited. They may be edited elsewhere, but not on 
the Extension Screen.    

3) You can change the quantity of any item by double clicking on the item to display 
the expanded view.  Items taken off in the Fixtures, Heating, Distribution libraries, 
the quantities can not be changed. They may be changed in the specific 
designation libraries.  

4) Red cells indicate missing values of material and / or labor. 
5) Any changes to any values will be indicated by changing to BLUE in color. 

 
 

Consolidated View 
 
 
 

 

 

 

 

 

Expanded View 

 

 
 
 
 
 
 
  

You can double click on an item and you 
can view the detail of take-off entries. 
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2. Setting Up Screen Views 
 

The screen view icon and the report view icon toggle.  With the screen view icon on 
the left, click on the screen view icon.  

 
 
 
 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
You can also change the order of the columns in the newly created Screen View by 
clicking the Move Up or Move Down buttons in the center of the Screen Style Setup 
dialog box.  The screen components can be modified on all screens shown in the 
“Columns in the Style” dialog box. 
  

1st – Click on the Screen View Icon 

3rd – Type in name of new 

Screen Style and click OK 

2nd – Click on the Add 
button and the Add Style 

dialog box appears 

4th – Now double click on 

the columns that you DO 
NOT want in your new 
screen view.  They will 

move to the left side of 
the dialog box. 

5th – When finished, click OK 
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3. Setting Up Extension Views 
 

Click on the Extension View Icon and the Extension View dialog box appears.  
Extension Views can be set up for the Grouping feature or a Filter.  

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1st – Click on the Extension View Icon 

2nd – Click Add 

4th – Type new Extension 

View name and click OK 

3rd – Choose Group or Filter Tab.  
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Let’s create a view for SYSTEM - LABOR SORT 
 

1. Click on Extension View Icon 
2.  on the toolbar.  
3. Click the Add button. 
4. Enter new of new Extension View. 
5. From the Group Options in the Views dialog box, double click on System, then 

double click on Labor Sort.  Both items should move to the right side in the Group 
Order side. 

6. Then click, OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Type new view name: 
ie: System - Labor 

4th – From the Group Options in the Views dialog box, 
double click on System, then double click on Labor Sort. 
 

Both items should move to the right side in the Group 
Order side.  Then click OK. 
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4. Setting Unit Price Group Defaults 
 

From the Extension Menu, select the Unit Price Defaults option.  
 

 

. 
 
 
 
 
The Unit Price Defaults Values dialog box appears.  Enter in the desired values.  

 

 
 
 

 
  

Select Unit Price Defaults 
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5. Adding an Item 
 

You can add an item at the Extension Screen without having to return to the Take-off 
Screen and create a Temporary item.  This can be done right in the extension 
screen. 
 
This can be done three ways. 
 
1. From the Extension Menu, select Add Item. 
2. With the extension screen in the consolidated view, right click and from the 

menu, select Add Item. 
 
 
 
 
  

Click Add Item 
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3. Hold down the CTRL key + A key at the same time and the Add Extension Item 
dialog box appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your new item will appear last in your Extension Screen in the consolidated View. 
 

1. Enter your material price. 
2. Enter your labor unit.  

 
 
NOTE: You will find your newly added item in your Temporary Item listing and it will 
appear in the appropriate Audit trail that you assigned it to.  
 
 
 
 
  

1st – Enter description 

2nd – Enter quantity  

3rd – Select desired 
breakdown you want to 

assign the newly added 
take-off item 


